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(1) At the requess of the Office of logistics :mde an
analysis of e tuventory of sarplus fillng supplies
in the Warciouss snd recormends ways o utlliise
approxisatel 3,000, worth of folders and file guldes.

Completed the Lostallation of two Hubject-bumeric files
in the Office of Peapamnel and iz the ocess destroyed
Z cuble feet of roegeds and retired 3 <ubic feet in the
Recopds Centex.

{3) Completed L pew snd revised forms.

{4) Three hundved gud one cubic feet of inmctive records
were transferred feom office gpece %o Hecordc Center;
the Hecords Centey destroyed 32 cuble Peet.

{1} Briefed T J0C's oo the Decords Jenagesment Frogras.

(2} 'were invitef to wttend & meeting
of the Adainlstrative Assistants of ORR. |
Chtef of the Adeinistrative Staff, BB, explained the
rpoaes of the filing systex now deing installed and the
Ingortance of follovin: the recopds control schedules.

2. Assipnoents ~ Active
£. foddit of Becords Contyrol chediles.

(1] Uffies of Permmm% ~ Propesed scheddes heve baen spuroved
for 3 &iviaim. i slgaificast result of tals eudit has
'ﬁch u,:ma fur T pleces of Safe Filing oquip-
whag‘%"f m&mmmé&mm wepe csncelled.
B e inis was sceomplisbed by retivemmnt of records aund the
trsnsfer of extaszive squipuent from ane office to ancither.
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{2) oftiee of Cparations, Comtact Division - Frojess 35%

»

A gignificamh Dactor in this project so far is o
wmmgm-jwmzmmaw&?
the Gestruction of fihe waterial. fw,,@ﬂ;j
b. Ingtallstion of Filing Systeus. : Am
(1) B8R - Project 103 caplote.
{2) urfice of Perscamel - 353 compiete.
¢. Review of Schedles for Deposit of Vital Fersonnsl Recoxds.
d. Fourteon pew and revised fome in process.

&, Foroe Hepagesent Stady, Sexviess Division. Complisted
mmmmormn

v of. Fllisg System Survey, kap 1S8bvery Divisien, &H,

. 8§ Review of requisitions for filing sguipment ead file supplies.
Disagpeowed 2 sequisiticas fov Safes.

B, mmw, Oftios of Commmniustions.

ingtelintions uoder considesetisn. Oume st 25X1

25X 1 agreed to.

\saignmenty ~ Ioeetive

&. f;’;ijﬁm layout snd Bgnipuent Survey

b, Spsee and Zguijment Surver, Office of Yhe Cosmplxoller.
g. [H, 3helf file.

Ge

&, UiTice of Security; Hhelf file.
k., Hews

a. Addftional shelving iz regfy for installstion ir the processing
sres in the iecords Center. This will grovide tesgesury relief
for the storage of inective records until the sew sddition is
ol etad

el OB
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